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8.4 HI STORY

The four options under the History nmenu are Student History, PFT History,
Backup, and Restore. Note that this nmenu itemis unavailable if there are
no cl ass records.

The follow ng steps sunmarize how to access the options under the
Hi story nmenu.

1. dick on the Student Cap icon. The Student Managenent w ndow
(Figure 8-01) opens.

2. Choose the History option on the nenu bar. The History drop-own
menu (Figure 8-64) is displayed.

Student Management
File Tables Mainkenance | Hiskory Reports
jl Main Student History
tenu PFT History
Backup
Restare

0

Student

Figure 8-64. Hi story Drop-down Menu
3. Choose the desired option

8.4.1 Student History

This option allows you to preview the student history records. These
records are created autonmtically when students have been dropped for any
reason or graduated froma class. These records are read only.

1. Fromthe History drop-down menu (Figure 8-64), choose Student
Hi story. The Student History Mintenance dial og box (Figure 8-65)
opens.

Student History Maintenance 2=l
—History by Crs/FY} Class

Sort History By
* Name

MO2H4R4 /03 | 2003030 j T SSN

" Platoon

* CrsiFYiClass

—History by C letion Date

p

~ Completion Date I thru | 7/

" Locate Student Continue | Exit |

Figure 8-65. Student History Mintenance

2. Referring to Table 8-50 for an explanation of data fields, click on
the appropriate radi o button
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Tabl e 8-50. Student Hi story M ntenance

| TEM

DESCRI PTI ON

Hi story by Crs/FY/d ass

Crs/FY/Class [COick on this radio button to enable the drop-down Iist

bel ow and the Sort History By options to the right. Choose
the desired Crs/FY/Class fromthe drop-down |ist.

Sort History by

Nane If you click on the Crs/FY/Oass button, this default
option will present a |list of students sorted by |ast nane.

SSN If you click on the Crs/FY/ O ass button, you can choose
this option to present a list of students sorted by SSN.

Pl at oon If you click on the Crs/FY/ O ass button, you can choose

this option to present a list of students sorted by
pl at oon.

Hi story by Conpl etion Date

Conpl eti on Click on this radio button to enable inclusive date fields
Dat e for you to search first through | ast dates.

Locate Click on this radio button to open a dialog box that allows
St udent you to search for a student either by |last nane, platoon,

or SSN. The search will display a record for each class
fromwhich the student was dropped or graduat ed.

3. dick on Continue.

a. |If you select History by Crs/FY/Oass or History by Conpletion
Date, refer to Step 4.
b. If you select Locate Student, refer to Step 5.
4, If you select Crs/FY/ O ass or by Conpletion Date, the Student

History Information dialog box (Figure 8-66) opens. Note that if
you selected Crs/FY/Class, all the student histories are, of
course, fromthe same class. However, if you selected by

Conpl etion Date, the student histories could be fromvarious

cl asses, depending on the inclusive dates specified.

Student History Information - e |
COURSE |CLASS FY|COMPLETION DATE

MOZRMG4 2003002 03 Emergency Leave Drop, Will Be Recycled2003/05/15

Name: ABRAMS, JOSEPHP . Source: 0o
SSH: 123789456 BOS: Marine Sex: MALE
Age: 23 Grade: 01 Rank: 2ZndLt
status:  Dropped PLT:  EBBC Grad MOS:
Race: White
Comp Cd:  USMCR Ethnic: Mone
CivCert: Baccalaureate Degree
CivLevel:  College, 4 Years or More Init SOE:
CivMajor: Mo Major Subject Indicated Curr SOE:  TGTG User Fields
ASVAB: CL: 000 GCT: 127 GT: 000 EL: 000 MM: DOD Remarks
GPA: Overall: 0.0000 Cat1: 0.0000 Cat2: 0.0000 Cat3: 0.0000
Standing: Overall: 0 Cat1: 0 Cat2: 0 Cat3: 0

Figure 8-66. Student Hi story Information

a. Referring to Table 8-51 for an explanation of the data fields,
select the desired record in the selection list. Note that the
i nfornati on beneath the |ist changes as you scroll through the
list.
Table 8-51. Student History Infornmation
| TEM DESCRI PTI ON
Cour se Non-editabl e field displaying the designator of the course

upon whi ch the corresponding cl ass was based. This field
will reflect BNA Refresh data only if the field was enpty
prior to the update.
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| TEM

DESCRI PTI ON

d ass

Non-editable field displaying the designator of a class to
whi ch the sel ected student was previously enrolled. This
field will reflect BNA Refresh data only if the field was
enpty prior to the update.

FY

Non-editable field displaying the FY during which the
correspondi ng class was held. This field will reflect BNA
Refresh data only if the field was enpty prior to the
updat e.

Conpl eti on

Non-editable field displaying class conpletion status
(e.g., graduated, did not attend, failure).

Dat e

Non-editable field displaying the class conpl etion date.

Nane

Non-editable field displaying the student's nane for the
sel ected record.

Sour ce

Non-editabl e field displaying code for the BNA source for
the selected record and correlating to the infornmation
appearing in the BNA Source field under the Serv5 tab. The
code includes the student's duty status and type, with
various sub- allocations of quota types.

SSN

Non-editable field displaying the student's social security
nunber for the sel ected record.

BOS

Non-editable field displaying the student's branch of
servi ce.

Sex

Non-editable field displaying the student's gender

Age

Non-editable field displaying the student's age during the
hi ghl i ght ed cl ass.

G ade

Non-editable field displaying the student's grade during
the highlighted class. This field will reflect BNA or MPS
Refresh data only if the update applied to a Marine.

Rank

Non-editable field displaying the student's rank during the
hi ghl i ght ed cl ass.

St at us

Non-editable field displaying the status of the student
(e.g., graduated, dropped).

PLT

Non-editable field displaying the platoon to which the
student was assigned during the highlighted class. This
field will reflect BNA or MPS Refresh data only if the
field was enpty prior to the update.

Grad MOS

Non-editable field displaying the MOS awarded upon
graduation (if applicable) fromthe highlighted class.

Comp Cd

Non-editable field displaying the mlitary or civilian
conmponent code to which the student bel onged during the
hi ghlighted class. This field will reflect BNA or MPS
Refresh data only if the update applied to a Marine.

Race

Non-editable field displaying the student's race. This
field will reflect BNA or MPS Refresh data only if the
update applied to a Marine.

Et hni c

Non-editable field displaying the student's ethnic
category. This field will reflect BNA or MPS Refresh data
only if the update applied to a Marine.

CivCert

Non-editable field displaying a student's hi ghest attained
civilian educational or professional certificate or degree
(e.g., high school diplonma, trade school certificate, type
of coll ege degree).

Ci vLevel

Non-editable field displaying a student's hi ghest attained
educational |evel or degree (e.g., conpleted one year of
col | ege).

C vMaj or

Non-editable field displaying the student's civilian ngjor.
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| TEM DESCRI PTI ON

Init SOE Thi s BNA-provi ded one-character code depicts the initia
source of entry for the highlighted enlisted or officer
Marine student. This data nmay be updated only with a BNA
update. Codes are entered into a record through the Marine
accession process or unit diary. Refer to MCTFSCODESMVAN
for additional information.

Curr SCE Thi s BNA-provi ded four-character code depicts the current
source of entry for the highlighted Marine student. This
data nmay be updated only with a BNA update. Codes are
entered into a record through the Marine accessi on process
or unit diary. |If this data is unavailable or contains
enbedded spaces, hyphens will be inserted to replace the
spaces. Refer to MCTFSCODESMAN for additional information.

ASVAB

CL Non-editable field displaying the nean clerical (CL) score
on the Arned Services Vocational Aptitude Battery (ASVAB)
during the highlighted cl ass.

CCT Non-editabl e field displaying the nean genera
classification test (GCT) on the ASVAB during the
hi ghl i ghted cl ass.

Gr Non-editabl e field displaying the nean general technica
(GTI) score on the ASVAB during the highlighted cl ass.

EL Non-editable field displaying the nean el ectronic (EL)
repair score on the ASVAB during the highlighted class.

MV Non-editable field displaying the nean notor mechanics (MV)
score on the ASVAB during the highlighted cl ass.

Acadenmi ¢

GPA: Non-editable field displaying the overall and category

Overal | (Catl, Cat2, and Cat3) grade point averages for the

Cat 1 hi ghl i ghted cl ass.

Cat 2

Cat 3

St andi ng: Non-editable field displaying the student's overall class

Overal | standing as well as the class standing in Catl, Cat2, and

Cat 1 Cat3 for the highlighted cl ass.

Cat 2

Cat 3

b. If you click on User Fields, the Local Information dialog box

Version 4.0

(Figure 8-67) opens. This box reflects school-specific class

i nfornation, designated by the System Administrator. Note that
this box nmay contain no information for a given student in a
given class if no entries were made under the Serv3 tab under

t he Mai nt enance option

Local Information for ZndLt AGUILAR, TOM W = x|

ROOM #

[—
Field 2 ._
.

Field 9

Field 10 | Save | Exit wfo Save |

Figure 8-67. Local Information
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(1) dick on the command button on the bottomleft of the
dialog box. Note that this button title may vary from
class to class. The Local Info Edit meno text box (Figure

8- 68) opens.

Local Info Edit

Spell Checker |

Delete | Save | Exit wfo Save |

Fi gure 8-68. Info Edit

After reviewing the contents of the neno text box,
on Exit wo Save to return to the Loca
box.

Local

(2)

click
I nformation dial og

(3) dick on Exit wo Save to return to the Student Hi story

I nformation di al og box.

c. |If you click on Remarks, the History Remarks neno text box
(simlar to Figure 8-68) opens. After review ng the contents,
click on Exit wo Save to return to the Student History
I nformation di al og box.

5. If you select Locate Student, the Student Hi story Locate dial og box
(Figure 8-69) opens for you to define your search

Student History Locate x|
—Enter Known Student Information———————————————

Last Name: ||
First Name: | MI: I_

Platoon: I

SSN:
Search | Quit |
Figure 8-69. Student History Locate

a. Referring to Table 8-52, conplete the required infornmation

Tabl e 8-52. Student History Locate
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Last Nane The student's last name. You nust conplete Up to 20
either this field, the platoon field, or the al phanuneric
SSN field to conduct the search. The list that |characters
appears will be sorted by |ast nane.
First Name | The student's first name, if known. Up to 10
al phanuneri c
characters
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
M The student's nmddle initial, if known, and a Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. You nust Up to 14
conplete either this field, the nane field, or al phanuneri c
the SSN field to conduct the search. The Iist characters

that appears will include all students in the

pl at oon, sorted by |ast nane.

SSN The student's SSN, if known. You nmust conplete [Up to 9
either this field, the last nane field, or the numeri c
pl atoon field to conduct the search. The |ist characters

that appears if this is the only field
conpleted will be sorted by SSN

b. dick on Search.

The Student

H story Information dial og box

(simlar to Figure 8-66) opens with the requested record

hi ghl i ght ed.

student's historical

8.4.2 PFT History

This option allows you to review the PFT history records.

Note that this is a conprehensive list of a
records fromdifferent classes.

These records

are created only when students have been dropped for any reason or

graduated from a cl ass.

1. Fromthe History drop-down menu (Figure 8-79),

These records are read only files.

choose PFT History.

The PFT Hi story Mintenance di al og box (Figure 8-70) opens.

PFT History Maintenance x|
—History by Crs/FY} Class

@ Crs{EY{Class

Sort History By
" Name

[

-] " SSN

" Platoon

—History by C

p

Date

" Completion Date

i thru i

" Locate Student

Continue | Exit |

Fi gure 8-70.

2. Referring to Table 8-53 for an explanation of data fields,

PFT Hi story Mai ntenance
click on

the appropriate radi o button.

Tabl e 8-53.

PFT Hi story Mi nt enance

| TEM

DESCRI PTI ON

Hi story by Crs/FY/d ass

Crs/ FY/ d ass

Cick on this radio button to enable the drop-down |i st
bel ow and the Sort Hi story By options to the right.
Choose the desired Crs/FY/ O ass fromthe drop-down |ist.

Sort History by

Nane

If you click on the Crs/FY/Class button, this default
option will present a list of students sorted by | ast
nane.

SSN

If you click on the Crs/FY/Class button, you can choose
this option to present a |list of students sorted by SSN.
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| TEM

DESCRI PTI ON

Pl at oon

If you click on the Crs/FY/ O ass button, you can choose
this option to present a list of students sorted by
pl at oon.

Hi story by Conp

| eti on Date

Conpl etion
Dat e

Cick on this radio button to enable inclusive date
fields for you to search first through | ast dates.
the dates in yyyy/midd fornat.

Ent er

Locat e St udent

Cick on this radio button to open a dial og box that
all ows you to search for a student either by |ast nane,
pl atoon, or SSN. The search will display a record for
each class fromwhich the student was dropped or

gr aduat ed.

3. dick on Continue.
a. |If you select History by Cs/FY/Oass or History by Conpletion
Date, refer to Step 4
b. If you select Locate Student, refer to Step 5.
4. |If you select Crs/FY/C ass or by Conpletion Date, the PFT Hi story
I nformation dialog box (Figure 8-71) opens. Note that if you
selected Crs/FY/Cl ass, all the PFT histories are, of course, from
the sane class. However, if you selected by Conpletion Date, the
PFT history records could be fromvarious classes, depending on the
i nclusi ve dates specified.
PFT istnry Information S illl
Course: MO2RMG4 FYy: 03 Class: 2003100 Test ID: 1301
PFT DATE SSN NAME PLATOON -]
20030909 012312311 BAKER, CHARLES M . 1
20030909 012345644 BARKER, JOHN W . 2 |
012312342 BARNES, SEAN W . 6
20030909 012345633 BEAL, JAMES F . 2
lzuuamgmg |012378955 |BOWDEN, BRYANT C . |6 i
Figure 8-71. PFT Hi story Information
a. Referring to Table 8-54 for an explanation of the data fields,
select the desired record in the selection list. Note that the
i nformati on above the list changes as you scroll through the
list.
Table 8-54. PFT History Information
| TEM DESCRI PTI ON
Et hni c Non-editable field displaying the highlighted student's
et hni c category.
Race Non-editable field displaying the highlighted student's
race.
Age Non-editable field displaying the highlighted student's age.
Sex Non-editable field displaying the highlighted student's
gender .
PFT Score Non-editable field displaying the highlighted student's PFT
score.
PFT O ass Non-editable field displaying the highlighted student's PFT
classification.
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| TEM DESCRI PTI ON
Parti al Non-editable field displaying the type of partial waiver, if
Wi ver applicable, for the highlighted student's PFT.
Wai ver Date |Non-editable field displaying the date of any applicable
wai ver for the highlighted student's PFT.
Pul | ups/ Non-editabl e field displaying the number of pullups and arm
Arm Hangs hangs for the highlighted student's PFT.
Crunches Non-editabl e field displaying the number of crunches for the
student's highlighted PFT.
Run Non-editable field displaying the run tine for the
hi ghl i ghted student's PFT.
Conment s Non-edi tabl e field displaying any coments regarding a
wai ver or PFT failure based on perfornmance.
Cour se Non-editabl e field displaying the name of the course upon
whi ch the highlighted student's assigned class is based.
FY Non-editabl e field displaying the FY during which the class
was hel d.
d ass Non-editabl e field displaying the class convene date for the
hi ghl i ght ed student.
Test ID Non-editable field displaying the test identifier for the
hi ghl i ght ed student.
PFT Date The date the PFT was held for the selected student record
A student nmay have nore than one PFT record.
SSN The student's SSN for the selected record.
Nane The student's name for the selected record.
Pl at oon The platoon to which the selected student is assigned
b. dick on Exit to return to the PFT History Mintenance dial og
box.
6. If you select Locate Student, the PFT History Locate dial og box
(Figure 8-72) opens for you to define your search
PFT History Locate 5'
— Enter Known Student Information
Last Name: I
First Name: | MI: I_
Platoon: I
SSN:
Search | Quit |
Figure 8-72. PFT Hi story Locate
a. Referring to Table 8-55, conplete the required information.
Table 8-55. PFT History Locate
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Last Nane The student's last nane. You nust conplete Up to 20
either this field, the platoon field, or the al phanuneri c
SSN field to conduct the search. The list that |characters
appears will be sorted by |ast nane.
First Nane | The student's first nane, if known. Up to 10
al phanuneri c
characters
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
M The student's nmddle initial, if known, and a Up to 2
peri od. al phanuneri c
characters
Pl at oon The student's platoon, if known. You nust Up to 14
conplete this field, the name field, or the SSN | al phanumeric
field to conduct the search. The list that characters
appears will include all students in the
pl at oon, sorted by |ast nane.
SSN The student's SSN, if known. You nmust conplete [Up to 9
either this field, the last nane field, or the numeri c
pl atoon field to conduct the search. The |ist characters
that appears if this is the only field
conpleted will be sorted by SSN
b. dick on Search. The PFT History Information dialog box

(simlar to Figure 8-71) opens with the requested record

hi ghl i ght ed
student's PFT records fromdifferent classes.

Note that this is a conprehensive list of a

8.4.3 Backup

This option allows you to create a backup of all MCAI M5 student history
dat abase files for all classes currently on your system The backup does
not include all system archives previously perforned (e.g., archived
duties, tasks, concept cards, and courses). To protect previously archived
files, you should copy themto a diskette or another PC.
1. dick on the Student Cap icon. The MCAI M5 Student Mdul e wi ndow
(Figure 8-01) opens.
2. Choose the History option on the nenu bar. This displays the
H story drop-down nenu (Figure 8-64).
3. Choose Backup. The Student History Backup dial og box (Figure 8-73)
opens.
Student History Backup ﬂﬂ
’—Sclccﬂur History BackupW COURSEID Y CLASSID =
" All Records MO2RMG4 01 2001500
MOZRMG4 01 2001600
&+ Multiple Selected Records MOZRMG4 02 2002010
MD2RMG4 02 2002020
MD2RMG4 02 2002030
MOZRMG4 02 2002040
MOZRMG4 02 2002050
MD2RMG4 02 2002060
M02RMG4 03 2003001
MO2RMG4 03 2003002
MO2RMG4 03 2003003
Continue | Quit | MD2RMG4 03 2003004 j
I
Figure 8-73. Student Hi story Backup
4. Referring to Table 8-56 for an explanation of the data fields
appearing in the dialog box, make the appropriate selections.
Tabl e 8-56. Student History Backup
| TEM DESCRI PTI ON
All Select this button to back up all the cl asses.
Recor ds
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| TEM DESCRI PTI ON
Mul tiple This default button allows you to use the multiple select
Sel ect ed feature to select specific classes to be backed up. If you
Recor ds sel ect this default option, you nust indicate the desired
classes in the selection |ist box.
Untitled Selection list box displaying the class designator and FY of

every class in the correspondi ng Approved course. Use the
multiple select feature to choose the classes for which you
wi sh to do a student history backup.

5. dick on Continue. The Backing Up Student History dial og box opens
for you to record the nane and | ocation under which to save the
saved file.

6. After assigning the desired name and |ocation, click on OK  Your
screen will turn black while it adds records to the conpressed

file.

A nessage appears for you to confirmconpletion of the copy

process.

7. dick on OK. A nessage box appears to advise you that file
XXXXXXXX. ZI P has been creat ed.

8. Cdick on OK. A nessage inquires if you wish to delete the student
hi story and PFT history records you have just archived.

9. dick on either Yes or No. Either response returns you to the
MCAI M5 Student Modul e wi ndow.

8.4.4 Restore

This option allows you to restore a MCAIMS backup file. Note that al
backed up MCAIMS files are encrypted and password protected. This neans
you can restore files only through MCAIMS and not through DOS or any other
zip utilities.

1. dick on the Student Cap icon. The MCAI M5 Student Mdul e wi ndow
(Figure 8-01) opens.

2. Choose the History option on the nmenu bar. This displays the
H story drop-down nenu (Figure 8-64).

3. Choose Restore. The Retrieve Fromdi al og box opens for you to
record the nane and | ocation of the file you wish to restore.

4., After assigning the desired nane and | ocation, click on OK  Your
screen will turn black while it expands and checks records fromthe
conpressed file. A nessage appears for you to confirmconpletion
of this process.

5. dick on OK. A nessage appears to advise you that the records you
wi sh to restore nay already exist and to provide additional
i nfornati on about this process.

6. Cick on Yes if you wish to continue. The systemthen adds the
data w t hout user intervention. Then a nessage advi ses that
restore is conplete

7. dick on OK. This returns you to the MCAI M5 Student Mdul e wi ndow.
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8.5 REPORTS

You nay create many reports fromthe data stored in the MCAI M5 dat abases.
MCAI M5 di spl ays standard nmenu and icon bars regardl ess of the report
requested (Figure 8-74).

File Page

J_| Ii"l"l"l"il E@l @ Factor: |1 j Page number: 1 of 27

Figure 8-74. MCAIMs Standard Menu and I con Bars for Reports

The nmenu bar includes two options:

« File allows you to Print or Exit.

- Page allows you to select First, Previous, Next, Last, Go To, Zoom
Normal , Factor, Two pages, and One page.

The icon bar includes 10 options:

IE Click this icon to return to the Curricul um menu.

|4a Cick this icon to display the first page of the report.

4 Cick this icon to display the previous page of the report.
"N Click this icon to go to a specific page of a nultiple page

report. A dialog box appears for you to enter the desired
page. dick on OK

e Cick this icon to display the next page of the report.

e Cick this icon to display the | ast page of the report.

':!3 Click this icon to select zoomor normal views. The appearance
of the icon is dynamic. The magnifier appears on the icon when
t he page view is normal.

D:l Cick this icon to change the screen presentation froma
si ngl e- page to doubl e-page di splay (or vice versa).

l.ﬁl Click this icon to select the printing range and to print the

= current documnent.

1 ﬂ Factor. dick the desired nunber in the drop-down box. The
font size increases wth higher numbers.

Note that the icon bar duplicates every option avail able under the Page
menu. You may choose either nmethod to acconplish the task you desire.

HI NT: The USMC enblemis automatically printed on all MCAI M5-
generated reports. Reviewers are assured that mathemati cal

cal cul ations are correct and MCAI M5 has run a number of checks and
bal ances.
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The 16 reports under the Reports menu for Student Managenent are
depicted in Table 8-57. Use these reports to nanage and i nterpret
i nfornmati on about students as individuals or as a class. Only the ASVAV
report, the Cass report, and the Student Data Export allow you to include
dropped students. The first two reports also allow you to include the GPA,
GPA by category, and class standing for each student. The PFT Prelimnary
report can be printed for unassigned students as well as by classes.

The C ass I nput, GPA/C ass Standings, Student Data Export, and Di pl oma
reports allow you to create text files that can be opened and nani pul at ed
in other applications (e.g., Mcrosoft Access). You nmay al so save any
other report as a text file using a feature of the Wndows environment
(expl ai ned under Paragraph 4.2.15.5). However, you will |ose nost
formatti ng established for the report under MCAI M5 when the report is saved
as a file under W ndows.

Tabl e 8-57. Overview of Student Managenent Reports
PARAGRAPH OPTI ON
1 ASVAB
2 Cl ass
3 Class | nput
4 Duty - MOS Preference
5 GPA/ d ass St andi ngs
6
7
8
9

MOS Recommendat i ons
Personal I nformation
Personal Verification
PFT Prelimnary

10 PFT Fi nal

11 PFT Statistics

12 Statistics

13 Student Attritions
14 Trai ni ng

15 St udent Data Export
.16 D pl oma

1. dick on the Student Cap icon. The MCAI M5 Student Managemnent
wi ndow (Fi gure 8-01) opens.

0| 00| 00| 0o| 00| 00| 00| 0o 00| o0| 00} 00 0| 30| 00| 00
a1 ol ol ol 1| 01| ol el &1 | ol | 1 |l

2. Choose the Reports option on the nmenu bar. MCAIMS displays the
Reports drop-down nenu (Figure 8-75).

Student Management
File Tables Maintenance History | Reports

Main E’l ASVAE
@lw =, Class el

Class Imput

Standard
mendations MMPR.1 Dnata Expork

Personal Information

Personal Werification

PFT Preliminary

PFET Final

PFT Skatistics

Statistics

Student Attritions

Training

Student Data Export r

Diplama 3

Figure 8-75. Reports Drop-down Menu
3. Choose the desired option.
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8.5.1 ASVAB

The ASVAB report prints the Armed Services Vocational Aptitude Battery
(ASVAB) scores for each student in the selected class(es). The ASVAB
scores consist of clerical (CL), electronic (EL), general technical (GI),
not or nmechanics (MM, and general classification test (GCT) conponents

The report includes entries under nanme, grade, SSN, student status, PLT,
race, ethnic, sex, the ASVAB scores, and, if known, education |evel

degree, and najor for each student. You may al so choose to include
statistics as well as the overall GPA, overall class standing, and the GPA
for three categories of tests in the report.

Each report identifies the Class ID, Course ID, Convene Date, and
Graduation Date. The roster will be sorted according to the class
designators if multiple classes are selected and the criteria you sel ect
(e.g., MOS, Nane, SSN). A legend, defining ethnic, race, status, and sex
codes, appears at the end of the report.

1. Fromthe Reports drop-down nenu, choose O ass. The d ass Report
di al og box (Figure 8-76) opens.

Class Report = 21x
- Class Sort By ~ Far
ISINGLE j ’]None j Platoon:
™ Include Dropped o ALL hd
L -~ Statistics Include o
CID FY|CLASS || [ Marital Status I ePa
M0ZRMG4 02 2002400 [” Education Level ™ GPAfor ALL =
MOZRMG4 022002500 [” Education Degree ¢ : Race:
MOZRMG4 02 (2002600 I Education Major ategories
MOZRMG4 |03 2003001 2 [ Standing ALL i
MO0ZRMG4 __[03]2003002 " Companent Ethnic:
MOZRMG4 03 (2003003 [” Race Break On
MOZRMG4 [03[2003100 [~ Gender (I’ Platoon ALL il
MOZRMG4 03 2003200 [ Age
M0ZRMG4 032003300 ~ mos
M02RMG4 |04 |2004012 &l
Print | Quit |

Figure 8-76. ASVAB Report

2. Referring to Table 8-58 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 8-58. ASVAB Report

| TEM DESCRI PTI ON
d ass Dr op- down box that allows you to choose a report that
includes all classes, a single class (the default choice),
multiple classes, or a |list of unassigned students.
I ncl ude Optional selection to include students dropped fromthe
Dr opped sel ected class(es). This option is available for every
choi ce under O ass except Unassi gned.
CID FY/ O ass |List box displaying every class, organized by course ID
and FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the Al and
Unassi gned options under the Cass field.
Sort By Dr op- down box that allows you to sort by numerous
conbi nations of criteria to include nane, SSN, grade,
pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standing. This option is available for
every choi ce under O ass except Unassi gned.
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| TEM DESCRI PTI ON

Statistics Optional selections of information that you nay include in
the report. dick in the checkboxes besides the desired
sel f- explanatory categories (Marital Status, Education
Level , Education Degree, Education Major, Conponent, Race,
Gender, Age, MOS). At the end of each listing by class,
the report includes nunbers plus a total for each category
(e.g., marital status might state Divorced: 0, Married:

10, Single: 15, Total: 25). This option is available for
every choi ce under O ass except Unassi gned.

I ncl ude GPA Optional information that you may include in the report.
If you click in the checkbox beside this category, the
report includes the grade point average to the fourth
deci mal point for each student in the class. This option
is available for every choice under C ass except

Unassi gned.

I ncl ude GPA Optional information that you may include in the report.
for If you click in the checkbox beside this category, the

Cat egori es report includes the academ ¢ grade point average to the
fourth decinmal point for each student in the class for the
course-defined categories. This option is available for
every choi ce under O ass except Unassi gned.

I ncl ude Optional information that you may include in the report.

St andi ng If you click in the checkbox beside this category, the
report includes the standing for each student in the class
to the fourth decimal point. This option is available for
every choice under O ass except Unassi gned.

Break On Optional selection to break on each platoon if the report
selected is for a single class.

For Pl at oon Dr op-down box that allows you to choose Al or specific

platoons if the report selected is for a single class. In
sel ecting specific platoons, you limt the scope of the
report.

For Gender Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Ml e, Fenale, or Unknown). The
default is All. This option is available for every choice
under C ass.

For Race Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Unknown, Wite, Yellow, Black
Red, or O her). The default is All. This option is
avai l abl e for every choice under C ass.

For Ethnic Dr op-down box that allows you to limt your listing to the
category you choose from 23 sel ections including Unknown,
O her, or None). The default is All. This optionis

avai l abl e for every choice under C ass.

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.2 dass

The Cl ass report provides personal infornmation about each student in the
selected class(es). The report includes entries under nanme, grade, SSN
MOS, BGOS, conponent code, student status, PLT, race, ethnic, DOB, age, and
sex. You may al so include selected statistics as well as the overall GPA,
the GPA for three categories, and overall class standing.

The report identifies the Class ID, Course ID, Convene Date, and

Graduation Date. The roster will be sorted according to the class
designators if multiple classes are selected and the criteria you sel ect
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A legend, defining ethnic, race, status, and sex

be no student
records are not

records with a status of archived
retai ned when a class is archived. In
records, an archived class nust be restored.

choose Class. The C ass Report

di al og box (Figure 8-77) opens.

Class Report : 2lx|
- Class Sort By ~ Far
ISINGLE j ’]None j Platoon:
aLL -
" Include Dropped s ——
Gender:
CID FY[CLASS | || [ Marital Status [~ GPa
MOZRMG4  [02[2002400 I~ Education Level I cPafor ALL 2
MOZRMGY 022002500 ||| " Education Degree ¢ " Race:
MOZRMG4 __ |02[2002600 Sl ategories
MOZRMG4 |03 [2003001 2 I Standing ALL b
MO0ZRMG4 __[03]2003002 " Companent Ethnic:
MOZRMG4  [03]2003003 I~ Race Break On
MOZRMG4 03[2003100 [~ Gender (I’ Platoon ALL i
MOZRMG4 03 2003200 I age
MOZRMG4  [03]2003300 r Mos
MOZRMG4  [04]2004012 El
Print | Quit |
Figure 8-77. Cass Report

2. Referring to Table 8-59 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Table 8-59. C ass Report

| TEM

DESCRI PTI ON

d ass

Dr op- down box that allows you to choose a report that
includes all classes, a single class (the default choice),
mul tiple selected classes, or a list of unassigned

st udent s.

I ncl ude
Dr opped

Optional selection to include students dropped fromthe
sel ected class(es). This option is available for every
choi ce under O ass except Unassi gned.

Cl D FY/ d ass

Li st box displaying every class, organized by course ID
and FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple

sel ect feature to select the classes you desire to include
in the report. This option does not apply to the Al and
Unassi gned options under the Class field.

Sort By

Dr op- down box that allows you to sort by numerous

conbi nations of criteria to include nane, SSN, grade,

pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standing. This option is available for
every choi ce under O ass except Unassi gned.

Statistics

Optional selections of information that you nay include in
the report. dick in the checkboxes besides the desired
sel f- explanatory categories (Marital Status, Education
Level , Education Degree, Education Major, Conponent, Race,
Gender, Age, MOS). At the end of each listing by class,
the report includes nunbers plus a total for each category
(e.g., marital status might state Divorced: 0, Married:

10, Single: 15, Total: 25). This option is available for
every choice under O ass except Unassi gned.
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| TEM DESCRI PTI ON

I ncl ude GPA Optional information that you may include in the report.
If you click in the checkbox beside this category, the
report includes the grade point average to the fourth
deci mal point for each student in the class. This option
is available for every choice under C ass except

Unassi gned.

I ncl ude GPA Optional information that you may include in the report.
for If you click in the checkbox beside this category, the

Cat egori es report includes the academ ¢ grade point average to the
fourth decinal point for each student in the class for the
course-defined categories. This option is available for
every choice under O ass except Unassi gned.

I ncl ude Optional information that you may include in the report.

St andi ng If you click in the checkbox beside this category, the
report includes the standing for each student in the class
to the fourth decimal point. This option is available for
every choice under O ass except Unassi gned.

Break On Optional selection to break on each platoon if the report
selected is for a single class.

For Pl at oon Dr op-down box that allows you to choose Al or specific

platoons if the report selected is for a single class. In
sel ecting specific platoons, you limt the scope of the
report.

For Gender Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Ml e, Fenale, or Unknown). The
default is All. This option is available for every choice
under C ass.

For Race Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Unknown, Wite, Yellow, Black
Red, or O her). The default is All. This option is
avai l abl e for every choi ce under C ass.

For Ethnic Dr op-down box that allows you to limt your listing to the
category you choose from 23 sel ections including Unknown,
O her, or None). The default is All. This optionis

avai l abl e for every choi ce under C ass.

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.3 dass |nput

The C ass I nput Report functions as a formto which you nay add student
conments not recorded el sewhere in the system The report is a roster
consi sting of abbreviated student information for the selected class(es).
Each row of information includes nane, grade, SSN, and PLT, with a lined
comments colum to the right of it. In the colum, you may collect your
own student information for eventual input into MCAIMS. Note that this
report can be saved as a text file.

The report identifies the Class ID, Course ID, Convene Date, and
Graduation Date. The roster will be sorted according to the class
designators if nmultiple classes are selected and the criteria you sel ect
(e.g., MOS, Nane, SSN). A legend, defining ethnic, race, status, and sex
codes, appears at the end of the report.

1. Fromthe Reports drop-down menu, choose Class Input. The C ass
I nput dial og box (Figure 8-78) opens.
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Class Input Report

21

- Class Sort By ~ Far
[smeLE | ’]None k| Platoon:
ALL hd
I” | Include Dropped TS R
) Gender:
CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 02|2002400 |
MOZRMG4 02 [2002500
MOZRMG4 02 [2002600
MOZRMG4 03 [2003001
MOZRMG4 03 [2003002

I | Education Level
I”| Education Degree
I™| Education Major
™| GCompanent

I=| 6PA for
Categories

™| Standing

Ethnic:

MOZRMG4 __ [03]2003003 I"| Race Break On
MOZRMG4 03 (2003100 I~ | Gender ’Vr Platoon :l'
MOZRMG4 03 2003200 =/ Age
MORMGH 032003000 || g0
[MOZRMG: 04 [z004012
Print | Quit |
Figure 8-78. dass |Input Report

2. Referring to Table 8-60 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Table 8-60. dass |Input Report
| TEM DESCRI PTI ON

d ass Dr op-down box that allows you to choose a report that
includes all classes, a single class (the default choice),
sel ected classes, or a list of unassigned students.

I ncl ude This option is disabled.

Dr opped

CID FY/ O ass |List box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the Al and
Unassi gned options under the Cass field.

Sort By Dr op- down box that allows you to sort by numerous

conbi nations of criteria to include nane, SSN, grade,

pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standing. This option is available for
every choice under O ass except Unassi gned.

Statistics

This option is disabled.

I ncl ude GPA This option is disabled.

I ncl ude GPA This option is disabled.

for

Cat egori es

I ncl ude This option is disabled.

St andi ng

Break On Optional selection to break on each platoon if the report
selected is for a single class.

For Pl at oon Dr op- down box that allows you to choose Al or specific
platoons if the report selected is for a single class. In
sel ecting specific platoons, you limt the scope of the
report.

For Gender This option is disabled.

For Race This option is disabled.

For Ethnic This option is disabled

3. dick on Print.

opens.

Version 4.0

The Preview Print Report dialog box (Figure 8-79)
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" Save report as a text file

Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).

| Browse... I

Continue I Quit |
Figure 8-79. Print/Preview Report

4. If you select Preview Print Report and click on Continue, the
report opens.

5. If you select Save report as a text file, refer to Table 8-61 to
conplete the required information.

Table 8-61. Preview Print Report

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Li nes The nunber of lines per page to be used when Up to 2
saving the report(s). digits; 40
is the
def aul t
(Untitled) | The file nane to be used when saving the Up to 30
report. You nust conplete this field to save al phanuneri c
the record. Note that the Browse button to the |characters
right is enabl ed.

a. |If you click on Browse to view other text files titles saved,
the Save As dial og box opens. dick on Cancel to return to the
Previ ew Print dial og box.

b. After verifying the file nane, click on Continue. You receive
a nmessage that the file has been saved. Cick on OK to return
to the MCAIMS Student Mdul e wi ndow.

8.5.4 Duty - MOS Preference

The Duty and MOS Preference Report is a roster containing the duty and MOS
preferences for each student in the selected class(es). The report

i ncl udes entries under nanme, grade, SSN, conponent, platoon, duty
preferences, MOXS preferences, class standing, and GPA. |f the preferences
are not in the report, use the roster as a formto collect the information.
Record the duty preferences on the Serv3 tab and the MOS preferences on the
Serv5 tab under the Edit/View Student Record option

The report identifies the Class ID, Course ID, Convene Date, and
Graduation Date. The roster will be sorted according to the class
designators if multiple classes are selected and the criteria you sel ect
(e.g., MOS, Nane, SSN).

1. Fromthe Reports drop-down nenu, choose Duty - MOS Preference. The

Duty and MOS Preferences Report dial og box (Figure 8-80) opens.
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Duty and MOS Preferences Report i ﬂi‘
- Class Sort By ~ For
ISINGLE j ’]None j Platoon:
I= | Inclutie Dropped — ALL Al
R -~ Statistics Include e
CciD EY|cLASS ||| [T Marital Status I~ GPa
M0ZRMG4 02[2002400 _| | I Education Level ™ GPA for ALL =
MOZRMG4 02 2002500 I=| Education Degree TR Race:
MOZRMG4 02 (2002600 T B o
MOZRMG4 |03 2003001 ) ] Sty ALL i
MO0ZRMG4 __[03]2003002 I Comparert Ethnic:
MO2RMG4 03 (2003003 I”| Race Break On
MOZRMG4 03 [2003100 I” Gender (I’ Platoon ALL d
M0ZRMG4 03 (2003200 = Age
M02RMG4 03 2003300 I mos
MO2RMG4 |04 2004012 &
Print | Quit |

Duty and MOS Preferences Report

2. Referring to Table 8-62 for an explanation of the data fields

appearing in the dial og box,

Tabl e 8-62.

make t he appropriate sel ections.

Duty and MOS Preferences Report

| TEM

DESCRI PTI ON

d ass

Dr op-down box that allows you to choose a report that
i ncludes all classes, a single class (the default
choice), or nultiple classes.

I ncl ude Dropped

This option is disabled.

Cl D FY/ d ass

Li st box displaying every cl ass,
and FY, in the system For a single class, highlight
the desired class. For nultiple classes, use the
multiple select feature to select the classes you
desire to include in the report. This option does not
apply to the Al option under the Cass field.

organi zed by course ID

Sort By

Dr op- down box that allows you to sort by nunerous
conbi nations of criteria to include nane, SSN, grade,
pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standi ng.

Statistics

This option is disabled.

I ncl ude GPA This option is disabled.

I ncl ude GPA for This option is disabled.

Cat egori es

Include Standing | This option is disabled.

Break On Optional selection to break on each platoon if the
report selected is for a single class.

For Pl at oon Dr op-down box that allows you to choose All or specific
platoons if the report selected is for a single class.
In selecting specific platoons, you lint the scope of
the report.

For Gender Dr op-down box that allows you to limt your listing to
t he category you choose (i.e., Male, Fenmle, or
Unknown). The default is All.

For Race Dr op-down box that allows you to limt your listing to
the category you choose (i.e., Unknown, Wite, Yellow,
Bl ack, Red, or Other). The default is All.

For Ethnic Dr op-down box that allows you to limt your listing to

the category you choose from 23 sel ections including
Unknown, Oher, or None). The default is Al.

3. dick on Print.

A nessage advi ses "Building Report" before a view

of the report appears.

8.5.5 GPA/Cd ass Standi ngs

The GPA/ O ass Standi ngs report
class standing for Academ c tests.

Version 4.0

provides a list of each student's GPA and
The report can be produced in two
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formats: the standard report and a text file created for exporting data to
Manpower Pronotions Branch (PR-1), HQMC on behal f of The Basic School
Quantico, Virginia. Both of these fornmats will work for a class status of
In Session, Gaduated, or BNA Upl oaded.

The standard report includes entries under nane, grade, SSN, and
pl atoon, with the corresponding results listed under category title (GPA
and cl ass standing), overall GPA, and overall class standing. The report
(printed with a report date) identifies the class ID, course ID, convene
and graduate dates. The roster may be sorted al phabetically by name (the

default) or according to the criteria you select (e.g., GPA or class
st andi ng) .

The text file created with the MWRL Data Export option contains the
followi ng el ements of infornation for each student: nane, grade, SSN, GPA
for | eadership category, overall GPA, and overall class standing. This
option can be executed only when an Exam Cat egory naned Leadershi p has been
created. This option excludes dropped students fromthe text file that MB

inserts in a database application (i.e., Access) and upl oads to the Marine
Corps Total Force System (MCTFS)

HINT: The GPA in this report does not include individual parts of a
nmultipart test in its calculation. However, the current GPA in the GPA
Attai nabl e report does include parts of a nultipart test.

HI NT: A nedical waiver for a PFT does not affect a student’s GPA/ Cl ass
St andi ng.

1. Fromthe Reports drop-down menu, choose GPA/d ass Standings. Then
choose either Standard or MVWRL Data Export.

If you choose Standard, refer to Step 2.
If you choose MWRL1 Data Export, refer to Step 3.

2. |If you choose Standard, the GPA/ C ass Standi ngs Report dial og box
(Figure 8-81) opens.

GPA/Class Standings Report = A: 21x
- Class Sort By ~ Far
[smeLE | ’]None k| Platoon:
I” | Include Dropped . ALL i
R -~ Statistics Include o
cin FY[CLASS ||| I Marital Status I~ P
MOZRMG4 022002600 J I~ Education Level = GPhifor ALL =
MOZRMGY 032003001 I”| Education Degree Categories Race:
MOZRMG4 03 |2003002 I Education Hajor -
MOZRMG4 03 [2003003 I™ Standing ALL
MO2RMG4 03 2003100 B Comparent Ethnic:
MO2RMG4  [03[2003200 I" | Race ——
MOZRMG4 03 |2003300 I~ | Gender (I’ Platoon ALL i
MOZRMN4 012001010 I hue
MOZRMNY  [02[2002010 F hos
MOZRMN4 032003001 &l
Print | Quit |

Figure 8-81. GPA/Cd ass Standi ngs Report

a. Referring to Table 8-63 for an explanation of the data
fields appearing in the dialog box, nake the appropriate
sel ections. Note that this table applies to both report
choi ces, Standard or MVWPRL Data Export.

Tabl e 8-63. GPA/ U ass Standi ngs Report
| TEM DESCRI PTI ON
d ass Dr op-down box that allows you to choose a report that
includes all classes, a single class (the default choice),
or multiple classes.
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| TEM DESCRI PTI ON

I ncl ude This option is disabled.

Dr opped

CID FY/ O ass |List box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the All
option under the Cass field.

Sort By Dr op- down box that allows you to sort by numerous
conbi nations of criteria to include name, GPA, gender,
cl ass standi ng, and course-defined exam categories. For a
text file, the choices are limted to standing, nane, and
SSN.

Statistics This option is disabled.

I ncl ude GPA This option is disabled.

I ncl ude GPA This option is disabled.

for

Cat egori es

I ncl ude This option is disabled.

St andi ng

Break On For a Standard report, you nmay select to break on each

Pl at oon platoon if the report selected is for a single class. This
option is disabled if you selected MPB Data Export.

For Pl at oon Dr op- down box that allows you to choose Al or specific
platoons if the report selected is for a single class. In
sel ecting specific platoons, you limt the scope of the
report.

For Gender Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Ml e, Fenale, or Unknown). The
default is All.

For Race Dr op-down box that allows you to limt your listing to the
category you choose (i.e., Unknown, Wite, Yellow Bl ack,
Red, or O her). The default is All.

For Ethnic Dr op-down box that allows you to limt your listing to the
category you choose from 23 sel ections including Unknown,
O her, or None). The default is All.

b. dick on Print. You receive a pronpt inquiring if you wish to

you
a.

Version 4.0

display only the last four digits of the SSN.
No. A view of the report appears.

dick on Yes or

If you choose MWPRL Data Export, you receive a nessage that advises

of the purpose and the intended recipient of the export file.

Cick on Yes if you wish to continue. The Create Text File of
GPA/ Ol ass Standings dialog box (simlar to Figure 8-81) opens.

Referring to Table 8-63 for an explanation of the data fields
appearing in the dialog box, select a class and sort criteria.

Cick on Create. The Save As dial og box opens.

Assign the desired file name and | ocation and click on OK. A
nmessage advi ses you that the text file XXXXXXX. TXT has been

created in the designated directory.

Click on &K
wi ndow.

The systemreturns you to the Student Managemnent
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8.5.6 MOS Recomendati ons

The MOS Recommendations report is a roster containing relevant information
to support the recomended MOS for each student in the selected class. The
report includes entries under nane, grade, SSN, BCS, EAS, three duty
preferences, three MOS preferences, the reconmmended MOS, the overall GPA
the GPA according to course-defined categories, and class standing. |If any
of that information is mssing fromthe report, use the roster as a formto
coll ect and record the needed information under the Edit/View Student
Record option (Paragraphs 8.3.3.5 and 8.3.3.11). Be sure to record the MOS
reconmendation on the Serv5 tab

The report identifies the Class ID, Course ID, Convene Date, and
Graduate Date. The roster will be sorted according to the class
designators if nultiple classes are selected and to the criteria you sel ect
(e.g., Recommended MOS, Nane). A |legend, defining branch of service codes,
appears at the end of the report.

1. Fromthe Reports drop-down menu, choose MOS Recommendations. The
MOS Reconmendati on Report dial og box (Figure 8-82) opens.

MOS Recommedation Report E 2%
- Class Sort By ~ Far
[smeLE | ’]None k| Platoon:
Include Dropped . ALL -
Ll lncitesucpe - Statistics Include
) Gender:
CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 02 [2002400 I=| Education Level I GPA o i

MOZRMGS __[02[2002500 T2l Bty e
MOZRMGS __[02|2002600

% e Categories
MOZRMGS __[03[2003001 O e s B Gty z
MOZRMGS _ |03|2003002 I Companent
MOZRMGS |03 |2003003 I” | Race

Break On
MOZRMG4 03 (2003100 I~ Gender ’VI— Platoon j'

Mo2RMGL 03 2003200 SRS
MO2RMGL  [03[2003300 | [ 100
MOZRMGS |oa pooaniz_

Print | Quit |

Figure 8-82. MOS Reconmendati on Report

2. Referring to Table 8-64 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Table 8-64. MOS Recommendati on Report

| TEM DESCRI PTI ON
d ass Dr op- down box that allows you to choose a report that
includes all classes, a single class (the default choice),
or selected cl asses.
I ncl ude This option is disabled.
Dr opped
CID FY/ O ass |List box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For nmultiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the options
of Al'l and Unassigned under the Cass field.
Sort By Dr op- down box that allows you to sort by numerous
conbi nations of criteria to include EAS (expiration active
service), nanme, SSN, grade, platoon, and recomended MOS.
This option is available for every choice under C ass
except Unassi gned.
Statistics This option is disabled.
I ncl ude GPA This option is disabled.
I ncl ude GPA This option is disabled.
for
Cat egori es
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| TEM DESCRI PTI ON

I ncl ude This option is disabled.
St andi ng

Break On This option is disabled.
For Pl at oon This option is disabled
For Gender This option is disabled.
For Race This option is disabled.
For Ethnic This option is disabled

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.7 Personal Information

The Personal Information report provides mscellaneous personal and famly
i nformati on. The report includes entries under name, rank, DOB, platoon
SSN, MOS, DOR, narital status, blood type, address, city, state, ZIP
phone, spouse (nane), nunber of dependents, civilian permt/state, and
government permts 1 through 5.

The report identifies the Class ID, Course ID, Convene Date, and
Graduation Date. The roster will be sorted according to the class

designators if nultiple classes are selected and to the criteria you sel ect
(e.g., MOS, Nane, SSN).

1. Fromthe Reports drop-down menu, choose Personal Information. The
Personal Informati on Report dial og box (Figure 8-83) opens.

Personal Information Report : 2lx|

~ Far
Platoon:

- Class ’— Sort By

[smeLE ] | [Nane k|

Inclutle Dropped . ALL -
- e - Statistics Include

Gender:

CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 02 [2002400 I=| Education Level I GPA o i

MIZRMGE (022002800 ||| (= gy ion Doy o
MOZRMGS __[02|2002600

Categories

MOZRMGE |03 [7003001 L Eblacativn s ] St H

MO0ZRMG4 __[03]2003002 B Comparent Ethnic:
MOZRMGS __[03(2003003 I Race -

MOZRMGS _ [03]2003100 | Gender (l’ o _‘ z
MOZRMG4 03 2003200 Eae

2["]33“[' [T Mos
[MOZRMG: 04 [z004012

Print | Quit |

Figure 8-83. Personal Information Report

2. Referring to Table 8-65 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 8-65. Personal |Infornmation Report

| TEM DESCRI PTI ON
d ass Dr op-down box that allows you to choose a report that
includes all classes, a single class (the default choice),
mul tiple selected classes, or a list of unassigned
st udent s.
I ncl ude This option is disabled.
Dr opped
CID FY/ O ass |List box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the All and
Unassi gned options under the Cass field.
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| TEM DESCRI PTI ON
Sort By Dr op-down box that allows you to sort by numerous
conbi nations of criteria to include nane, SSN, grade,
pl at oon, EAS, sex, MJS, GPA, witten, |eadership,
performance, and standing. This option is available for
every choice under O ass except Unassi gned.
Statistics This option is disabled for all categories except Age.
Click the checkbox beside the category if you wish the
report to include the nean, nedian, node plus frequency,
standard devi ati on, and nunber considered at the end of
each listing by class.
I ncl ude GPA This option is disabled.
I ncl ude GPA This option is disabled.

for

Cat egori es

I ncl ude This option is disabled.

St andi ng

Break On Optional selection to break on each platoon if the report
selected is for a single class. Oherwise, the option is
di sabl ed.

For Pl at oon Dr op-down box that allows you to choose Al or specific
platoons if the report selected is for a single class.
For Gender This option is disabled.

For Race This option is disabled.
For Ethnic This option is disabled

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.8 Personal Verification

The Personal Verification Report provides personal infornmation that you can
print and verify with each student. The report includes entries under
nane, SSN, grade, DOB, age, BNA source, PMOS, platoon, race, sex, nmarita

status, blood type, educational |evel, educational degree, and educationa
nmaj or .

This report identifies the Class ID, Course |ID, Convene Date, and
Graduate Date. The roster will be sorted according to the class
designators if multiple classes are selected and the criteria you sel ect
(e.g., MOS, Nane, SSN). A legend, defining educational degree, blood type,
marital status, race, and gender codes, appears at the end of the report.

1. Fromthe Reports drop-down menu, choose Personal Verification. The
Personal Verification Report dialog box (Figure 8-84) opens.

Personal Yerification Report : 2lx|

- Class Sort By ~ Far
[smeLE | ’]None k| Platoon:
ALL -
I” | Include Dropped TS R
) Gender:
CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 02 [2002400 I=| Education Level I GPA o i

MOZRMGS __[02[2002500 T2l Bty e
MOZRMGS __[02|2002600
MOZRMGS __[03]2003001

Categories
I™| Education Major EGe lﬁ
Aanding
MOZRMGS _ |03|2003002 I Companent
MOZRMGS |03 |2003003 I” | Race

Break On
MOZRMG4 03 (2003100 I~ Gender ’VI— Platoon j'

Mo2RMGL 03 2003200 SRS
MO2RMGL  [03[2003300 | [ 100
MOZRMGS |oa pooaniz_

Print | Quit |

Figure 8-84. Personal Verification Report
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2. Referring to Table 8-66 for an explanation of the data fields

appeari

ng in the dialog box, make the appropriate sel ections.

Tabl e 8-66. Personal Verification Report

| TEM

DESCRI PTI ON

d ass

Dr op- down box that allows you to choose a report that
includes all classes, a single class (the default choice),
mul tiple selected classes, or a list of unassigned

st udent s.

I ncl ude
Dr opped

This option is disabled.

Cl D FY/ d ass

Li st box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For nmultiple classes, use the nultiple

sel ect feature to select the classes you desire to include
in the report. This option does not apply to the Al and
Unassi gned options under the Class field.

Sort By

Dr op- down box that allows you to sort by numerous

conbi nations of criteria to include nane, SSN, grade,

pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standing. This option is available for
every choi ce under O ass except Unassi gned.

Statistics

This option is disabled.

I ncl ude GPA This option is disabled.

I ncl ude GPA This option is disabled.

for

Cat egori es

I ncl ude This option is disabled.

St andi ng

Break On Optional selection to break on each platoon if the report

selected is for a single class.
di sabl ed.

O herwi se, this option is

For Pl at oon

Dr op-down box that allows you to choose Al or specific
platoons if the report selected is for a single class.

For Gender This option is disabled.
For Race This option is disabled.
For Ethnic This option is disabled.

3. dick on Print.

A nessage advi ses "Building Report" before a view

of the report appears.

8.5.9 PFT Prelimnary

The PFT Prelimnary report functions as a formto which you may add

per sonal
The report
DOB, age,

i nfornmati on about the correspondi ng student
is a roster consisting of entries under
pl at oon,
MCAI M5 provi des the ol d hei ght and wei ght
Stud record) for conparison with the new hei ght and wei ght
which are taken at the time a PFT is taken

in the selected class.
nane, rank, SSN, sex,
and the student's old height and wei ght measurenents.
(entered on the TRAIN2 tab of
nmeasur enent s,
Use the formto facilitate

your collection of PFT results to be recorded in the system (new hei ght,

new wei ght,

The report
Adm ni strator.

arm hangs/ pul | ups,
Par agraphs 8.3.3.9 (Group Process -

crunches, run, and comments). Refer to
Edit) and 8.3.10 (G oup Process - PFT).

identifies the Course ID, Class ID, PFT Date, and
The roster will be sorted according to the class

designators if nultiple classes are selected and to the criteria you sel ect

(i.e.,

Name, SSN).
1. Fromthe Reports drop-down nenu,

choose PFT Prelimnary. The

Sel ect a O ass for Course dial og box (Figure 8-85) opens.
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Select a Class for Course: Unassigned i el |

LEE LA (102 RMG4/03:2003300 %

Class Status:

In Session

Sort by:

* Name

" SN

PFT Test ID: ¥
PFT Date: | 2003/07/30 Administrator:
Continue | Default | Quit |

Figure 8-85. Select a Cass for Course

button is inaccessible here. The button is
PFT (Paragraph 8.3.10) and applies to
a high altitude site.

G oup Process -

2. Referring to Table 8-67 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Table 8-67. Select a Cass for Course

| TEM

DESCRI PTI ON

Cl ass Status

Non-editable field displaying the status for the
hi ghlighted class (only In Session is permtted).

d ass Dr op-down box that allows you to choose a cl ass.

Sort By Radi o buttons below that allow you to sort your report by
nanme or SSN

PFT Test ID A drop-down list fromwhich you nmay choose the test
identifier for the PFT.

PFT Date The date the PFT was conducted. You nmay edit the default

(current) date

Adm ni strator

Non-edi table field displaying the nane of the
adm ni strator conducting the PFT.

3. dick on Continue.

The PFT Roster for Course dialog box (Figure 8-

86) opens.

PFT Roster for Course: MO2RMG4 FY/Class: MO2RMG4/03/2003100 for i B
e : 5
| ior NAME SSH RANK [i-]
+ All Records KADE, MICHAEL 902819401 2nidLt |1
KARNES, PHILIP 902819422 2ndLt |4

[” Break on Platoon Code 902819420

902819400

2ndlLt 2
ZndlLt |z

MERCIER, PAUL

" Multiple Selected Records ZIMNER, STEPAN

£~ Specific Platoon Code

Platoon Code: m |
; ) |
Continue | Quit |
Figure 8-86. PFT Roster for Course
4. Referring to Table 8-68 for an explanation of the data fields
appearing in the dialog box, nmake the appropriate selections. Use
your arrow keys to view all the information in the table.
8-116 9/ 9/ 03
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Tabl e 8-68. PFT Roster for Course

| TEM DESCRI PTI ON
Retrieve Information for:
Al l This default button indicates all records for the selected
Recor ds class will be retrieved.
Break on Check this check box to indicate that you want the records to
Pl at oon be separated by platoon. It applies only if you select A
Code Recor ds.
Mul tiple Radi o button that allows you to use the nmultiple select
Sel ect ed feature in the list to the right to select the desired
Recor ds records for inclusion in the report.
Specific Radi o button that allows you to select records froma
Pl at oon speci fic pl atoon bel ow.
Code
Pl at oon A drop-down list that allows you to choose a specific platoon
Code code if you have selected the radio button for Specific
Pl at oon Code
St udent s Sel ection list box displaying the nane with correspondi ng
(Untitled) | SSN, rank, and platoon code of each student enrolled in the
sel ected class. Use the nultiple select feature to choose
the students for whomyou wi sh to produce the report. Be
sure the Miultiple Selected Records radio button is also
sel ect ed.

5. dick on Continue. A nessage advises "Building Report" before a
view of the report appears.

8.5.10 PFT Fina

The PFT Results for Course presents results of a scored PFT. The report

i ncludes entries under nane, rank, SSN, sex, DOB, age, platoon, pullups,
crunches, run time, score, and classification. A copy of the report should
be provided to the Unit Diary section for entry in the student's pernanent
records after all PFT results have been recorded in MCAI M5 (Paragraph
7.6.2).

The PFT Final report identifies the Course ID, Class ID, and PFT Date.
The roster will be sorted according to the criteria you select (i.e., Nane
or SSN).

1. Fromthe Reports drop-down nenu, choose PFT Final. The Print
Results for a PFT Taken in Course dial og box (Figure 8-87) opens.

Print Results for a PFT taken in Course: MOZRMG4 i B
Class Status: In Session Class: (932003100 j
Printhys ———
i = PFT TestID: (1301 -
Lt
[ Break on PLT Code
PFT Date: ¥
88N
Continue | Quit |

Figure 8-87. Print Results for a PFT Taken in Course

2. Referring to Table 8-69 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.
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Table 8-69. Print Results for a PFT Taken in Course

| TEM DESCRI PTI ON

d ass Non-editable field displaying the status for the highlighted

St at us class (e.g., In Session, G aduated).

d ass Dr op-down box that allows you to choose a class that has PFT
scores entered

Print by Radi o buttons below that allows you to print your report by
name or SSN.

Break on Optional selection to allow you to organi ze the report

PLT Code according to platoons if you print by Nane.

PFT Test ID|A drop-down list fromwhich you may choose the test
identifier for the PFT.

PFT Date A drop-down list fromwhich you nay choose the date the PFT
was conduct ed.

3. dick on Continue. The PFT Results for Course/C ass/PFT Date
report appears.

8.5.11 PFT Statistics

The PFT Statistics report provides statistics on PFT performance accordi ng
to gender, age, and class for various elenents of the PFT. The report
presents a class average for score, pullups/armhangs, crunches, and run
time. The sumuary presents data for nales, females, and the total. The
statistics include ratings for 1st class, 2nd class, 3rd class, Fail/RNT,
partial pull-ups, partial crunches, partial run tinme, and nedical
Percentages are arranged according to total, male, female, 17- to 26-year
ol ds, 27- to 39-year olds, 40- to 45-year olds, and 46-year ol ds or ol der

The report identifies the Course ID, Cass ID, and PFT Date. You nay
sort the statistics by population groups (race and ethnics).

1. Fromthe Reports drop-down nenu, choose PFT Statistics. The Print
Statistics for a PFT dial og box (Figure 8-88) opens.

Print Statistics for a PFT taken in Course; MOZRMG4

Class Status: In Session Class: (FYEL ] bt

‘ PFT TestID: (1301 -
PFT Date: bl
Platoon: [ALL %

’V I By Population Groups

Continue | Quit |

Figure 8-88. Print Statistics for a PFT Taken in Course

2. Referring to Table 8-70 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Table 8-70. Print Statistics for a PFT Taken in Course

| TEM DESCRI PTI ON
d ass Non-editable field displaying the status for the
St at us hi ghl i ghted class (e.g., In Session, G aduated).
d ass Dr op-down box that allows you to choose a class that has
PFT scores entered.
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| TEM DESCRI PTI ON
Statistics: Optional selection to allow you to group the statistics in
By the report by popul ation groups (i.e., race and ethnics).
Popul ati on
G oups

PFT Test ID |A drop-down list fromwhich you may choose the test
identifier for the PFT.

PFT Date A drop-down list fromwhich you nay choose the date the PFT
was conduct ed.

3. dick on Continue. The PFT Statistics for Course/C ass/PFT Date
report appears.

8.5.12 Statistics

The Statistics option presents both a sunmary and detail ed statistics for
the highlighted cl ass. The initial dialog box displays a sunmary of cl ass
i nfornmati on and cl ass averages. The sunmarized information includes
status, report date, convene date, graduation date, begi nning popul ation
nunber attrited, nunber graduated, and percentage graduated. d ass
averages include GPA, age, years of education, and the Arned Services
Vocational Aptitude Battery (ASVAB) scores consisting of clerical (CL),

el ectronics (EL), general technical (GI), and notor nechanics (MV
conponents. Fromthis dialog box, you may choose to display the detailed
witten report.

The written report contains detailed statistical information. At the
top of the docunent, the report identifies the course ID, course title,
class ID, class title, FY, and class status. The report also provides the
formal course code, the passing nmaxi nuniretest percent, schedul ed cl ass
i nput, nmaximum cl ass capacity, class frequency, annual input, report date,
convene date, and graduation date.

The subsequent class information includes entries under begi nning
popul ation, current popul ation, nunber attrited and each type of attrition
represent ed, nunber graduated, percentage graduated, GPA (overall and by
category), age, ASVAB component scores, years of education, education
| evel , education major, education certification, conmponent description
marital status, race, gender, primary MOS, rifle score, pistol score, and
PFT information (nmale and fermal e). The nean, nedi an, node, standard
devi ati on, nunber considered, and other relevant details are given for nost
of these el ements.

The Statistics report provides class statistics for the highlighted
cl ass, whatever the class status. Many processes within MCAI M5 i nvoke the
calcul ation or recalculation of statistics (e.g., registering students in a
class). For classes with a status of In Session or Graduated, MCAINMS
automatically recal cul ates the GPA and cl ass standing after the follow ng
processes:

Under the Student nodul e:

« Dropping students froma cl ass

« Reversing a student's status

« Assigning an unassigned student to a cl ass

« (Gaduating students (individually and as a group)

Under the Eval uati on Managenment nodul e:
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« Renani ng exam cat egori es

« Assigning/nodi fying weights for individual tests

« Assigning individual tests to a nultipart test

« Assigning/nodi fying weights on a nultipart test
« Unassigning parts of a nultipart test

« Scoring a test, by response, grade, or scanner

« Cearing test scores

« Challenging test itens

Note that this sanme report appears under class naintenance in the
System Adm ni strati on nodule as well as under class nmintenance in this
nodul e (i.e., Maintenance, Cass). |Its appearance here enables users who
are otherwi se restricted from accessing class nai ntenance functions to be
able to print class statistics.

1. Fromthe Reports drop-down nenu, choose Statistics. The Sel ect
Class for Printing Statistics Report selection |ist box (Figure 8-

89) opens.
Select Class for Print Statistics Reporkt = i B

COURSE/FY/CLASS STATUS TITLE -
M0ZRMG4/02/2002500 Class In Session ECHO INTERNATIONAL O
M02RMG4/02/2002600 Class In Session FOX CO INTERHATIONAL
MOZRMG4/03,2003001 Class In Session ALPHA COMPANY
MOZRMG4/03/2003002 Class In Session BRAVO COMPANY
M0ZRMG4/03/2003003 Class In Session |CHARLIE COMPANY
M02RMG4/03/2003100 Class In Session |ALPHA CO INTERNATION
MOZRMG4/03/2003200 Class In Session BRAVO INTERNATIONAL
MOZRMG4/03/2003300 Class In Session CHARLIE INTERNATIONA
MOZRMG4/04/2004012 Pending Class Start OFFICER BASIC
M02RMN4./01/2001010 Graduated |INDIA COMPANY
MOZRMN4/02/2002010 Graduated |COMPANY 1
MOZRMN4/03/2003001 Class In Session |INDIA COMPANY

-

Statistics I Done |
Figure 8-89. Select Class for Printing Statistics Report

2. Select the desired class and click on Statistics. The d ass
Statistics for Selected Class dialog box (Figure 8-90) opens.

Class Statistics for: CHARLIE COMPANY i B
~Class Information: - Class Averages:
Status: Class In Session GPA: 91.5620
Report Date: 20030414 Age: 252147
Convene Date: 20030421 GCT: 1210161
Graduation Date: 20031009 CL Score: 1204857
Beginning Population: 199 EL Score:  119.7568
Number Attrited: 1 GT Score:  120.0270
Number Graduated: o MM Score:  115.3108
Percentage Graduated: 0.0000 %4 Years of Education: 15,7188
W] e |

Figure 8-90. Class Statistics for Selected d ass

3. Refer to Table 8-71 for an explanation of the data fields in the
di al og box.
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Class Statistics for Selected C ass

| TEM

DESCRI PTI ON

Cl ass I nfornation

St at us Non-editable field displaying the status of the class:
Pendi ng, Cass in Session, or G aduated.
Report Date |Non-editable field displaying the date students report to

process for this class.

Convene Date

Non-editable field displaying the date class begins.

Graduati on
Dat e

Non-editable field displaying the date the class graduates.

Begi nni ng
Popul ati on

Non-editable field displaying the total nunber for students
added to the class mnus the nunber of students who did not
attend and the nunber transferred to another cl ass.

Nurber Non-editable field displaying the nunber for students

Attrited dropped fromthe class (after the convene date). Students
who did not attend or who were transferred to another class
are excluded fromthis count.

Nurber Non-editable field displaying the nunber for students in

Graduat ed the cl ass graduat ed.

Per cent age Non-editable field displaying the nunber for students

Gr aduat ed graduat ed di vi ded by the begi nni ng popul ati on.

Cl ass Aver age

S

GPA

Non-editable field displaying the nean grade point average
for students in the class.

Age Non-editable field displaying the nean age of students in
t he cl ass.

CCT Non-editable field displaying the nean genera
classification test (GCT) score of students in the class.

CL Score Non-editable field displaying the nean clerical (CL) score
of students in the class.

EL Score Non-editable field displaying the nean el ectronics (EL)
score of students in the class.

GT Score Non-editabl e field displaying the nean general technica
(GTI) score of students in the class.

MM Scor e Non-editable field displaying the nmean notor nechanics (MV
score of students in the class.

Year s of Non-editable field displaying the nean years of education

Educati on of students in the class.

4. If you wish to view the conplete statistical report, click on Print

Al

A nessage advi ses "Building Report"
Class Statistics Report appears.

before a view of the
In addition to detail ed

i nfornmati on concerning the categories summarized in the dialog box

(Figure 8-91),

Current

Certification,
Prinmary MOSs,

other information, described in Table 8-72, includes
Popul ation, Education Level, Education Mjor, Education
Conponent Description, Marital Status, Race, Gender
Rifle Score, Pistol Score, and PFT Information for

mal es and fennl es.

HI NT: Except for the Nunber Attrited category,
every category are calculated for al
dropped and for whominformation is avail abl e.
nmedi an,
information in a particular category is unavail abl e,
is omtted fromthe cal cul ation

nean,

statistics for
students who have NOT been
In cal cul ati on of
if a student's

t hat student
Note that the Nunmber Consi dered

node, and standard devi ati on,

represents the size of the population used in the calcul ations.

Wien reporting nunbers of
cal cul ati ons invol ved),

i ndividuals in specific categories (no
students with mssing information are

i ncluded in the group Unknown.
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Table 8-72. Cass Statistics Report

| TEM

DESCRI PTI ON

Course ID

Course Title

Class ID

Class Title

FY

St at us

Identifying infornmation concerning the class being
reported on.

For mal Course

Code

Passi ng
Max/ Ret est %

Schedul ed
d ass | nput

Max Cl ass
Capacity

Cl ass
Frequency

Annual | nput

Report Date

Convene Date

Graduati on
Dat e

Descriptive information concerning the class being
reported on.

Mean

The arithnetic average. It is the nbst w dely used
nmeasure of central tendency. It is determ ned by adding a
series of scores and then dividing this sumby the nunber
of scores. The nean is provided on the three user-defined
test categori es.

Medi an

A counting average. It is determ ned by arranging the
scores in order of size and counting up to (or down to)
the m dpoint of the set of scores. |f the nunber of
scores is even, the nmedian is the nean of the two

m ddl enost scores. Wen the nunber is odd, the nedian is
the mddle score. The nedian is a point that divides a
set of scores into equal halves so that an equal nunber of
scores fall above the nedian or bel ow t he nedi an,

regardl ess of the size of the individual scores. Since it
is a counting average, an extrenely high or [ ow score will
not affect its value. The nedian is provided on the three
user -defined test categories.

Mode

The nost frequent score in the set. The node is the | east
reliable type of statistical average and is frequently
used nerely as a prelimnary estimte of central tendency.
A set of scores may have two or nore nodes. |If no val ue
in a data set occurs nore than once, then the data set has
no node. O herw se, any value that occurs wth nmaxi nal
frequency is called a node of the data set. In other

words, a node of a data set is any val ue whose frequency
of occurrence is greater than 1 and is as large or |arger
than any other value's frequency of occurrence. The nbde

is provided on the three user-defined test categories.
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| TEM

DESCRI PTI ON

St andar d
Devi ati on

A neasure of the variation in a data set. It indicates
how far, on the average, the data values are fromthe
mean. For a data set with a |arge anpbunt of variation

the data values will, on the average, be far fromthe
nmean; hence, the standard deviation will be large. For a
data set with a small anmpbunt of variation, the data val ues
will, on the average, be close to the nmean; consequently,
the standard deviation will be small. The standard
deviation is provided on the three user-defined test

cat egori es.

Nunber
Consi der ed

The size of the popul ati on used when cal cul ating the
statistics. |In other words, it represents the nunber of
student records having the information required to produce
the statistical information for a given category.

Begi nni ng
Popul ati on

Total nunber of students added to the class m nus the
nunber of students dropped with a conpletion code of "Z"
(did not attend). Subtotals are included for Oficer
Enl i sted, or Unknown.

Current Total nunmber of current students. Subtotals are included
Popul ati on for Oficer, Enlisted, or Oher.

Nurmber Cunul ative nunber of students dropped fromthe class
Attrited wi t hout a conpletion code "Z" (did not attend). Subtotals

are included for Oficer, Enlisted, or Oher. The system
lists the reasons for attrition and the nunber of students
by Race.

Graduati on

Total nunber of students graduated. Subtotals are

i ncluded for O ficer, Enlisted, or her. The percentage
represents the number of students graduated divided by the
begi nni ng popul ati on

GPA

Grade point average statistics for students not dropped
fromthe class. Only students with a GPA are considered
in the calculation. The statistics include the nean,
nedi an, node, standard deviation, and the nunber
considered. These statistics include an overall summary
plus statistics for each category.

Age

Age statistics for students not dropped fromthe class.
Only students with their ages docunented are considered in
the calculation. The statistics include the nean, nedian,
node, standard devi ati on, and the nunber considered.

CGeneral Cassification Test (GCT) score statistics for
students not dropped fromthe class. Only students with a
CCT score recorded are considered in the calculation. The
statistics include the nean, nedi an, npde, standard

devi ati on, and the nunber consi dered.

CL Score

Clerical (CL) score statistics for students not dropped
fromthe class. Only students with a CL score recorded
are considered in the calculation. The statistics include
t he mean, nedi an, node, standard devi ation, and the nunber
consi der ed.

EL Score

El ectronic (EL) score statistics for students not dropped
fromthe class. Only students with an EL score are
considered in the calculation. The statistics include the
nmean, nedi an, node, standard devi ati on, and the nunber
consi der ed.
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DESCRI PTI ON

GI Score

CGeneral Technical (GI) score statistics for students not
dropped fromthe class. Only students with a GI score are
considered in the calculation. The statistics include the
nmean, nedi an, node, standard devi ati on, and the nunber
consi der ed.

MM Scor e

Mot or Mechanics (MV) score statistics for students not
dropped fromthe class. Only students with an MM score
are considered in the calculation. The statistics include
t he mean, nedi an, nobde, standard devi ation, and the nunber
consi der ed.

Year s of
Educati on

Years of education statistics for students not dropped
fromthe class. Only students with a value entered in the
Civilian Education Level field are considered in the

cal cul ation. The statistics include the nean, nedi an,
node, standard devi ati on, and the nunber consi dered.

Educati on
Level

Br eakdown summary of education levels for all students who
were not dropped fromthe class (e.g., Unknown; 12th
Grade; College, 1 Year).

Educati on
Maj or

Br eakdown summary of education majors of the students who
were not dropped fromthe class. Only students with a

val ue entered in the Education Major field are considered
in the calculation. Subtotals are included for each field
(e.g., Unknown; No Major Subject Indicated, Business

Admi ni stration, Crininology).

Educati on
Certification

Br eakdown summary of education certifications held by
students who were not dropped fromthe class. Subtotals
are included for each category represented (e.g., Unknown;
Bi ol ogy, Accounting, Education), and the total includes
all students considered.

Conponent Conponent sunmary for all students who were not dropped

Description fromthe class (e.g., Unknown; USMC, USMCR).

Marit al Marital status, by category, of all students who were not

St at us dropped fromthe class (e.g., Unknown; Annulled, Divorced,
Married, Single).

Race Raci al breakdown of all students who were not dropped from
the class (e.g., Unknown; Wiite, Black, O her).

Gender Gender breakdown of all students who were not dropped from
the class (e.g., Unknown; Male; Female).

Primary MOS Prinmary MOS breakdown of all students who were not dropped

fromthe class (e.g., Unknown; 0311, 0321, 2800, 4066,
4067) .

Rifle Score
(Local)

Rifle score statistics for all students not dropped from
the class. Only students with a recorded rifle score are
considered in the calculation. The statistics include the
nmean, nedi an, node, standard devi ati on, and the nunber
consi der ed.

Pi st ol Score

Pistol score statistics for all students not dropped from

(Local) the class. Only students with a recorded pistol score are
considered in the calculation. The statistics include the
nean, medi an, node, standard deviation, and the nunber
consi dered for each type of pistol represented.

PFT PFT information for all nale students not dropped fromthe

I nf ormati on class. Only students with the follow ng classification

(Mal e) are considered in the statistics: 1st Cass, 2nd d ass,

3rd Cass, and Fail/RNT. Students with nedical, age, or
partial exenptions are excluded in the calculations. The
system rounds up scores at the decinmal point for five or
above.
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PFT PFT information for all fenale students not dropped from
I nf ormati on the class. Only students with the foll ow ng
(Femal e) classification are considered in the statistics: 1st

Class, 2nd dass, 3rd Cass, and Fail/RNT. Students with
nmedi cal , age, or partial exenptions are excluded in the
cal cul ations. The systemrounds up scores at the decinal
point for five or above.

8.5.13 Student Attritions

The Student Attritions report identifies the names of all students who have
been dropped fromthe sel ected pending or in session class(es) and lists
the correspondi ng reason for each student’s attrition. The report
identifies the dass ID, Course ID, Convene Date, and Graduate Date. The
roster will be sorted according to the class designators if nultiple

cl asses are selected. The report includes entries under Nane, G ade, SSN,
GPA, Standing and Reason for Drop. The |ast page sunmari zes the reason(s)
for student attritions (with nunber and percentages) and lists the

begi nni ng popul ation, the total dropped, and the percentage of dropped
students. Excluded fromthese calculations are any dropped students who
did not attend or who were transferred to another class. In other words,
t hose students are deleted fromthe Begi nning Popul ation category and are
omtted fromthe Nunmber Attrited category.

1. Fromthe Reports drop-down menu, choose Student Attritions. The
Student Attritions Report dialog box (Figure 8-91) opens.

Student Attritions Report - 2lx|
- Class Sort By ~ Far

[smeLE | ﬂum | Platoon:

I” | Include Dropped . Nia i

R -~ Statistics Include o

CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 022002040 J I~ Education Level = GPhifor il it
MOZRMGY 022002050 I”| Education Degree ¢ : Race:
MOZRMG4 022002060 T ategories

MOZRMG4 03 |2003001 ) I™ Standing NiA =
MO0ZRMG4 __[03]2003002 B Comparent Ethnic:
MOZRMG (032003003 I"| Race ——

MOZRMG4 04 2004012 I~ | Gender (I’ Platoon iR b
MOZRMN4 012001010 I hue

MOZRMNY  [02[2002010 F hos

MOZRMN4 032003001 &l

Print | Quit |

Figure 8-91. Student Attritions Report

2. Referring to Table 8-73 for an explanation of the data fields in
the di al og box, make the appropriate sel ections.

Table 8-73. Student Attritions Report

| TEM DESCRI PTI ON
d ass Dr op-down box that allows you to choose a report that
includes all classes, a single class (the default choice),
or sel ected cl asses.
I ncl ude This option is disabled.
Dr opped
CID FY/ O ass |List box displaying every class, organized by course ID and
FY, in the system For a single class, highlight the
desired class. For multiple classes, use the nultiple
sel ect feature to select the classes you desire to include
in the report. This option does not apply to the All
option under the Class field.
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Sort By Dr op-down box that allows you to sort by numerous
conbi nations of criteria to include nane, SSN, grade,
pl at oon, EAS, sex, MJS, GPA, witten, |eadership,
performance, and standing.
Statistics This option is disabled.
I ncl ude GPA This option is disabled.
I ncl ude GPA This option is disabled.

for

Cat egori es

I ncl ude This option is disabled.
St andi ng

Break On This option is disabled.
For Pl at oon This option is disabled
For Gender This option is disabled.
For Race This option is disabled.
For Ethnic This option is disabled

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.14 Training

The Training report presents the results of various kinds of comobn
mlitary proficiency requirenents. The report identifies the dass ID,
Course I D, Convene Date, and Graduate Date. The roster will be sorted
according to the class designators if nultiple classes are selected and to
the criteria you select (e.g., MOS, Name, SSN). The report includes
entries under Nane, Grade, SSN, age, platoon, sex, rifle, pistol, and PFT
scores under Unit Diary, rifle, pistol, and PFT scores, classification, and
PFT date under Local, BST, swi nmng qualification, |eadership training
score, and date for gas chanber training. The |Iegend, defining swim

qualification, PFT classification, and sex codes, appears at the end of the
report.

1. Fromthe Reports drop-down menu, choose Training. The Training
Report dial og box (Figure 8-92) opens.

Training Report i ? ﬂl‘
- Class Sort By ~ Far
[smeLE | ’]None k| Platoon:
ALL -
I” | Include Dropped TS R
) Gender:
CID EY|cLASS ||| [T Marital Status I~ GPa

MOZRMG4 03[2003001 _| | I Education Level I GPA o i

MOZRMGY 032003002 I”| Education Degree Race:
MOZRMG4 03 [2003003

Categories

MOZRMGE |03 [7003100 L Eblacativn s ] St H

MO0ZRMG4 __[03]2003200 B Comparent Ethnic:
MOZRMGS _[03[2003300 I Race -

MOZRMGS 04 2004012 | Gender (l’ o _‘ z
MOZRMNA __[01]2001010 B e

MOZRMNA___[02[2002010 S
MoZRMne |03 2003001

Print | Quit |

Figure 8-92. Training Report

2. Referring to Table 8-74 for an explanation of the data fields in
t he di al og box, make the appropriate sel ections.

Table 8-74. Training Report
| TEM DESCRI PTI ON
d ass Dr op-down box that allows you to choose a report that
i ncludes all classes, a single class (the default
choice), or nultiple selected cl asses.
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I ncl ude This option is disabled.
Dr opped
CI D FY/ O ass Li st box displaying every class, organized by course ID
and FY, in the system For a single class, highlight the
desired class. For nultiple classes, use the nultiple
select feature to select the classes you desire to
include in the report. This option does not apply to the
Al'l option under the Class field.
Sort By Dr op- down box that allows you to sort by nunerous
conbinations of criteria to include nane, SSN, grade,
pl at oon, EAS, sex, MOS, GPA, witten, |eadership,
performance, and standi ng.

Statistics This option is disabled.

I ncl ude GPA This option is disabled.

I ncl ude GPA This option is disabled.

for Categories

I ncl ude This option is disabled.

St andi ng

Break On Optional selection to break on each platoon if the report
selected is for a single class.

For Pl at oon Dr op-down box that allows you to choose All or specific
platoons if the report selected is for a single class.

For Gender This option is disabled.

For Race This option is disabled.

For Ethnic This option is disabled.

3. dick on Print. A message advises "Building Report" before a view
of the report appears.

8.5.15 Student Data Export

The Student Data Export option enables you to select various kinds of
personal, service, training, qualification, and performance infornation
about students in a class for placenent in a text file. The copied file
can then be inported into database tools, specifically Marine Corps
supported conmercial applications such as Mcrosoft Access or to a |esser
extent into Mcrosoft Excel. The database tool allows you to use the
imported data to performqueries, create statistical analyses, establish ad
hoc reports, and to satisfy other requirenents unique to each school and
not ot herw se avail abl e through the MCAIMS application

The Student Data Export files created by MCAIMS are designed to ensure
conpatibility with commercial applications (i.e., Mcrosoft Access) wth
whi ch the MCAIMS data export will be used. Student data export file
characteristics are described as foll ows:

« The format of the files is industry standard comma delimted. This
nmeans that each field or elenent of data for each record is
separated by a conmm.

« The first record in each file identifies the nanes of the fields of
data contained in each record

« No fields of data designated as "Menp" are avail able for export.

« Al fields of data containing dates are reformatted during the
export process. That is, date information in MCAIMS is stored as
YYYYMVDD and is exported as YYYY/ MV DD.

« Several fields of data available for export contain codes that are
of value only when you know the definition for each code. For
exanpl e, the Conponent field contains a two-digit nunber, such as
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11, that represents USMC. Contact your MCAIMS technical support
representative for definitions of the codes contained in such
fields.

You are not conpelled to use the MCAIMS field nanes; however, by
manual |y nanming the fields, you may SIGNI FI CANTLY increase the difficulty
i n appendi ng subsequent Data Exports to an existing Mcrosoft Access Tabl e.
M crosoft Access Tables nmay represent information covering multiple classes
by sinply creating a consistent user defined export for successive classes
and appendi ng themto an existing Table.

Dat a exported from MCAI M5 shoul d continue to be nmintained within
MCAI M5 as the prinmary and authoritative source of current and historica
data. Never attenpt to append and/or otherw se replace data exported from
MCAI M5 back into a MCAI M5 database. Significant corruption of MCAI M
dat abase files may result fromsuch actions, and recovery from such
circunstances is exclusively the responsibility of the MCAIMS user. Be
careful that exported data does not becone the source of additional self-
i mposed work resulting in nmaintenance of information in parallel systens or
that the exported data becones the primary focus for data nai ntenance.

Refer to Appendi x F, Using Student Export Data Files with M crosoft
Access, for basic information about using a Student Data Export file to
create a table in Mcrosoft Access. Note that MCAIMs technical support is
limted to establishing proficiency with this option and the initial use of
exported data in establishing a table in Mcrosoft Access. Users should
t ake advantage of |ocal education prograns, system docunentation
tutorials, and other support to establish proficiency with Mcrosoft Access
and/ or Excel

There are two sub-options under the Student Data Export option: By
Class and History.

By Class. This option allows you to export fields of information from
one of four student databases: Studinfo, Studtest, Mtest, and Studpft.
This option is used to create a data export of information specific to a
single class and nay be executed for a class in any status except
Hi stori cal .

Hi story. This option allows you to export fields of information from
one of two student databases: Studhist and Pfthist. This option may be
used to create either a data export of infornmation specific to a single
class or for all records contained in the chosen database.

Note that you may select either nultiple fields or all fields fromthe
chosen database to be included in the data export. Refer to Appendi x B of
the MCAIMS User's Manual for definitions of the fields available in each
dat abase.

1. Fromthe Reports drop-down nenu, choose Student Data Export. Then
choose either By Class or History.

If you choose By Class, refer to Step 2.
If you choose History, refer to Step 3.

2. |If you choose By Class, the Select Cass selection |ist box (Figure
8-93) opens.
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x|
COURSE/FY/CLASS TITLE -]
M0ZRMG4/02/2002500 ECHO INTERNATIONAL OFFICERS
M02RMG4/02/2002600 FOX CO INTERNATIONAL OFFICERS
MOZRMG4/03,2003001 ALPHA COMPANY
MOZRMG4/03/2003002 BRAVO COMPANY
M0ZRMG4/03/2003003 CHARLIE COMPANY
M02RMG4/03/2003100 ALPHA CO INTERNATIONAL OFFICS
MOZRMG4/03/2003200 BRAVO INTERNATIONAL OFFICERS
MOZRMG4/04/2004012 OFFICER BASIC
M02RMN4./01/2001010 INDIA COMPANY
MOZRMN4/02/2002010 COMPANY |
MOZRMN4/03/2003001 INDIA COMPANY _|
Continue I Done |
Figure 8-93. Select dass
a. Select the desired class and click on Continue. The Sel ect
Dat abase sel ection |ist box opens.
|
Select Database:
STUDTEST
MPTEST
STUDPFT
Quit |
Figure 8-94. Select Database (By C ass)
b. Referring to Table 8-75, select the desired database.
Tabl e 8-75. Sel ect Database (By C ass)
| TEM DESCRI PTI ON
STUDI NFO Refer to the Student Sub-Directory, Appendix B, Data
STUDTEST Dictionary, for a listing of each data itemalong with
MPTEST its description, data type, and data | ength
STUDPFT
c. Cick on Continue. |If there is no student data available for
this class/database, you receive a nessage so advi sing you
Cick on K. O herwise, the appropriate Data Export Create
selection list box (Figure 8-95) opens.
Data Export Create ﬂ
: . . A FIELD NAME FIELD LENGTH B
Select field h t lud the Dat:
e e tmpentit B ot me s I S —
User's Manual for Additional information
concerning each field. The file created will be i 2
comma delimited and compatible with Microsoft AH i
Access or similar database tools. Make note of COMPONENT 2
the Ieng_nr_l _of ea_l:h field selected to ensure (R;AR::;E g
patibility with your datab 4 SELGRADE 3
" Include Drops E?URSEID ;
——e
COMPDATE 8 =
Create I Quit |
Figure 8-95. Data Export Create
d. Refer to Table 8-76 for an explanation of the data fields in
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Table 8-76. Data Export Create

| TEM

DESCRI PTI ON

I ncl ude Dr

ops Aick this checkbox if you wish to include students
dropped fromthis class.

Sel ect Pl a

t oon Drop-down |ist of platoons assigned to the class. You
can select a specific platoon or accept the default for
al | platoons.

Field Nane Doubl e-click the desired data itemto select it. The
data item choi ces avail able vary according to the
dat abase sel ect ed.

Field Length The maxi mum data field length for the corresponding
field nane. Note that nost data types are al phanuneric
characters. Qher data types are date, nuneric, and
| ogi cal .

e. Choose the desired data fields and click on Create. The Save

As di al og box opens.

Assign the desired file name and | ocation and click on OK. A
nmessage advi ses you that the text file XXXXXXX. TXT has been
created in the designated directory.

g. Cick on OK. The systemreturns you to the Student Managenent
wi ndow.

3. If you chose History, you receive a nessage inquiring if you w sh
to select a class. If you choose Yes, refer to Step a. If you
choose No, refer to Step b.

a. |f you choose Yes, the Select Class selection |list box (Figure
8-93) opens. Select the desired class and click on Continue.
The Sel ect Dat abase selection |ist box (Figure 8-96) opens.
b. If you choose No, the Sel ect Database selection |ist box
(Figure 8-96) opens.
x|
Select Database:
PFTHIST
Quit |
Figure 8-96. Sel ect Database (History)
c. Referring to Table 8-77, select the desired dat abase.
Table 8-77. Sel ect Database (History)
| TEM DESCRI PTI ON
STUDHI ST Refer to the Student Sub-Directory, Appendix B, Data
PFTHI ST Dictionary, for a listing of each data itemalong with
its description, data type, and data | ength.
d. dick on Continue. The appropriate Data Export Create
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Data Export Create | x|

FIELD NAME FIELD LENGTH |
SSH

COURSEID
CLASSID
FY
|COMPDATE
COMPCODE
|GRADMOS
ASVABCL
ASVABMM
ASVABEL

Select field(s] you wish to include in the Data
Export file. Refer to Appendix B of the MCAIMS
User's Manual for Additional information
concerning each field. The file created will be
comma delimited and compatible with Microsoft
Access or similar database tools. Make note of
the length of each field selected to ensure
patibility with your d 5

" Include Drops

0 [t | | ||t e | | 2D |

Select Platoon: "ésc‘]':ABGT
GPA =
Create I Quit |
Figure 8-97. Data Export Create (History)
e. Choose the desired data fields and click on Create. If there

is no student data available to report for the selected class,
you recei ve a nessage so advising you. Cdick on OK to clear
the selected data. Oherw se, The Save As di al og box opens.

f. Assign the desired file nane and location and click on OK. A
nmessage advi ses you that the text file XXXXXXX. TXT has been
created in the designated directory.

g. Cick on OK. The systemreturns you to the Student Managenent
wi ndow.

8.5.16 Diplom

The Dipl ona option enables you to create a text file of standard

i nfornmati on about a class and students that can be inported into a

M crosoft Access database table. A blank table, entitled Diplona.ndb, is
provided with the MCAIMS software rel ease for your use. This table is
preformatted for use with the standard NAVMC 184 (REV. 7-99) Diplonma Form
SN: 0109-LF-981-5800. Although variations of the standard NAVMC form are
in use, nost diplonas use the sanme infornmation that MCAI M5 now exports.
The Diplona option offers two sub-options: Setup and Create Export.

« The Setup option enables you to establish the default information
that can be used to create diplomas for any class within a course.

« The Create Export option enables you to create a text file,
bringi ng together the default information established for the
course and the specific information derived fromthe class record.

8.5.16.1 Setup

The Setup option allows you to create the default information that wll
appear in the diploma export file. This infornation created for each
course should be reviewed before creating an export file for each cl ass.
Sonme of the information (e.g., Cass Nunber, Gaduation Date, or Signature
information) will require editing for each cl ass.

1. Fromthe Reports drop-down nmenu, choose Diploma. Then choose Setup.
The Sel ect a Course selection |ist box (Figure 8-98) appears.
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Select a Course i B
COURSE ID COURSE TITLE [~
I0CT&R 10C WORKING USING T&R MANUAL
10CWORK INFANTRY OFFICER COURSE
M02H2C4 RESERVE INFANTRY OFFICER COURSE
MOZH4R4 MARTIAL ARTS INSTRUCTOR TRAINER COURSE
MO2RGLM INFANTRY OFFICER COURSE
M02RMG4 BASIC OFFICER COURSE
M02RMN4 WARRANT OFFICER BASIC COURSE
MO681E2 DRILL INSTRUCTOR
MO9DR.JM MOBILE TECHNICAL CONTROL COURSE
MAI MARTIAL ARTS INSTRUCTOR COURSE
MAIT MARTIAL ARTS INSTRUCTOR TRAINER COURSE
TAN TBS TAN BELT COURSE

Select I Quit |
Figure 8-98. Select a Course

2. Choose the course for which you wish to establish a diplonm text

export and click on Sel ect.

99) opens.

3. Referring to Table 8-78,

Diploma Setup

Jd |
Prescribed By
Commandant of the Marine Corps

Basic Officer Course

Given At:
Officer Candidate School

Training Command, Quantico, WA

Day: [3pth ~| month: [september | Year: [03 ~| I UseRank Abbrevz

Grad MOS:

=

Signature: | Ry, Testmaster

Major, USMC
Director|

Exit wio Save |

Di pl ona Set up

save |

Fi gure 8-99.

The Di pl ona Setup dial og box (Figure 8-

enter the required information.

Table 8-78. Diplonma Setup
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Prescri bed By
(1°" field) | The authority for the course (e.g., Conmandant Up to 34
of the Marine Corps). You nust conplete this al phanuneric
field to save the record. characters
(2™ field) | The nanme of the course and class. Note that Up to 108
the course title remains constant for the al phanuneric
course setup, but the class designator must be characters
edited for each class. You nust conplete this
field to save the record
G ven At
(1%' field) | The nanme of the school. Up to 100
al phanuneric
characters
(2™ field) | The lTocation of the school. Up to 100
al phanuneri c
characters
Day A drop-down box for you to choose the appropriate date (with
choices 01 through 31). You rmust conplete this field to save
the record.
Mont h A drop-down box for you to choose the appropriate nonth (with
choi ces January through Decenber). You nust conplete this
field to save the record
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Year A drop-down box for you to choose the appropriate year (with

choices 01 through 99). You nmust conplete this field to save
the record.

Use Rank Check this checkbox if you wish to use rank abbreviations
Abbr ev? versus the full rank description (e.g., LCpl versus Lance
Cor poral).
Si gnature The nane, rank, and title of the official Up to 26
aut henticating the diploma. You nust conplete al phanuneri c
the first line of the Signature field to save characters
t he record. for each line
Grad MOS Enter a Graduati on MOS when every student in 4 nuneric

the class will have the Graduati on MOS assigned |characters
as their Primary MOS. If this field is left

bl ank, the system assigns the primary MOS from
each student’s individual record. The system
omts adding the MOS to the records of civilian
and foreign students.

4. dick on Save. If all required fields have not been conpleted, you
recei ve a nessage advi sing you to conplete the nandatory fields.
Cick on K. Oherwise the systemreturns you to the Student
Management w ndow.

8.5.16.2 Create Export

This option enables you to create a text file of the data nornally
appearing on any diploma. This option uses the data entered in the Setup
option conbined with information fromthe selected class to create a

sem colon-delimted text file containing student information. You nmay then
export this class data into database software (i.e., Mcrosoft Access) to
prepare your school diplomas.

To create an export of student data to appear on a di pl oma, you mnust
sel ect a specific course and class. An export file can be created for any
class status as long as the class actually has student records. Exceptions
i nclude a class for which all students have a status of dropped or a class
whose status is historical

In addition to the data entered under the Setup option (e.g., course
nane, class nunber, date, signature), the file includes a single field for
each student containing that student’s rank/title, first nane, mddle
initial, last name, SSN, graduation MJS, and conponent code (USMC)
Conponent codes for Qther Service students are as follows: Arny (USA), Navy
(USN), Air Force (USAF), and Coast Guard (USCG .

Note that the SSN, graduati on MOS/ PMOS, and conponent are NOT incl uded
for Civilian or Foreign students, and the graduati on MOS/ PMOS is NOT
i ncluded for other Service personnel. The abbreviated rank (e.g., GS-9) or
courtesy title (e.g., M.) will be used versus the full rank description
for Gvilian and G vil Service students.

HI NT: Before you create the export file for your class, be sure to
review the setup information for the course. You will need to edit
the Class Nunber, Graduation Date, or Signature infornation for
each cl ass.

1. Fromthe Reports drop-down nmenu, choose Diploma. Then choose
Create Export. The Diplona Creation selection |ist box (Figure 8-
100) opens.
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An export file can be created for any class status as |ong
records except for

(1) a class

where ALL students have a status of Dropped and (2) a class whose

status i

s Historical.

Diploma Creation i B
CRS/FY/CLASS CLASS STATUS B
MO0ZRMG4/02/2002500 In Session
MO0ZRMG4/02/2002600 In Session
MOZRMG4/03/2003001 In Session
MOZRMG4/03/2003002 In Session
M0ZRMG4/03/2003003 In Session
MO0ZRMG4/03/2003100 In Session
MOZRMG4/03/2003200 In Session
| MO2RMGA032003300 ______In Session _______________________
MOZRMG4/04/2004012 Pending
MOZRMN4/01/2001010 Graduated
MOZRMN4/02/2002010 Graduated J
MOZRMN4/03/2003001 In Session

-~
Continue I Quit |

Fi gure 8-100.

D pl oma Creation

2. Choose the desired Course/C ass for which you wish to an export of
student data to appear on a dipl ona.

3. dick on Continue.

If the required el enents of

i nformati on do not

exi st, you receive a message advising you to create this
i nfornmati on under the Setup option
nmessage asking you to confirmthe stated graduati on date for the
data export file.

a. |If you select

’\k)l

Setup screen to edit the date

b. If you select Yes,
(Figure 8-101) opens.

Student Selection

O herw se,

t he Student Sel ection sel ection

you receive a

the system asks you to return to the Diploma

list box

2x

Select NANE SSH [=
&+ All Records ADAMSON, ANTHONY D. 151515151
CUMMINGS, KENYON M. 161616161
" Multiple Selected Records DAVIDSON, DANIEL D. 121212121
FORD, MICHEAL D. 616161616
” Specific Platoon Code HADLEY, BENJAMIN S. rArAFATAY

Platoon Code: a1l j

HENRY, MARTIN R.

555555555

JOHNSON, JOHN P.

2222237722

JOHNSTON, MICHAEL J.

999999999

Continue | Quit |

JOMES, JOSHUA

144444444

JOMESY, BRYANT C.

414141414

LANGE, JOHN T.

171717171

OWENSBURG, SHAWN C.

GG6666666

Fi gure 8-101.

St udent Sel ecti on

4. Referring to Table 8-79, nmake the desired sel ections.

Tabl e 8-79. Student Sel ection
| TEM | DESCRI PTI ON
Sel ect Students
Al'l Records This option allows you to create the export file for al
students in the selected class.
Mul tiple This option allows you to create an export file for
Sel ect ed specific student records in the selected class
Recor ds
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| TEM

DESCRI PTI ON

Specific
Pl at oon Code

This option allows you to create an export file of student
records for a specific platoon in the sel ected cl ass.

Pl at oon Code

A drop-down list for you to choose the desired platoon
code.

Untitled

Non-editable field displaying a Iist of students by nane
and SSN. Use your arrow keys to view all the infornmation
in each colum of the table.

dick on Continue. The Save As dial og box opens.

Assign the desired file name and | ocation and click on OK. A
nmessage advi ses you that the text file XXXXXX. TXT has been created
in the designated directory.

7. dick on OK. The systemreturns you to the Student Managenent

w ndow.

HI NT:

For your convenience in preparing diploms, a zip file naned

D plonma. zip that contains a Mcrosoft Access 2000 file naned
Diploma.ndb is provided with the Version 3.0 installation. The
text file you just created can easily be inported into the D ploma

Tabl e.

The Diplonma.ndb file includes reports preformatted for use

with the standard NAVMC 184 (REV. 7-99) Diploma Form SN 0109-LF-
981-5800. Although there are nany variations of the standard NAVMC
formin use, nost diplonmas identified used the sane information

t hat

MCAI M5 now exports. |If your school uses a nodified version of

the NAVMC 184, or a unique Diploma, you can nodify the prefornatted
report to properly position the data for optinmumresults or to nake

ot her

nodi fi cations as deened appropriate (e.g., changing font or

font col or, adding graphics).

When printing the preformatted reports fromthe Diploma. ndb file,
you may have to nodify the reports to accomopdate the foll ow ng

Ensuring that the page format is set to Landscape.

Ensuring that the page margins are set to their absolute m ninmum
for the Top, Bottom Left, and Ri ght nargins.

Moving the fields of infornmation to appear on the report to
conpensate for different batches of Diploma forns purchased or
provi ded through alternate sources (e.g., data may not be centered
when out put on various batches of the same formprinted at
different tines).

Moving the fields of infornmation to appear on the reports to
conpensate for changes in printers or changes to the fonts
stipulated in the prefornmatted reports.

The MCAI M5 technical support staff responsibilities toward use of
this option do NOT include the designation as Mcrosoft Access
experts or extend to the nodification of the Diploma.ndb file in
response to changes in versions of Mcrosoft Access or PC operating

syst ens.

MCAI M5 techni cal support is limted to establishing

proficiency with this option and the initial use of the exported
data in populating the Diplona Table in the Mcrosoft Access file
installed by MCAIMS. Users should take advantage of |oca
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educati on progranms, system docunentation, tutorials, and other
support to establish proficiency with Mcrosoft Access.
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